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DEFENSE AGENCI ES C VI LI AN PERSONNEL
CAREER PROGRAM

A. PURPOSE

This manual establishes policies, requirements, and procedures governing
the -devel opment and operation of a Career Program for Civilian Personel
Management Specialists. Basic policies applicable to all civilian career
prograns are contained in DoD Instruction 1430.10 (reference (a)) and DoD
1430.10-M (reference (b)).

B. OBJECTI VES

The objectives of the Defense Agencies Civilian Personnel Career Program
are to:

1. Provide for nore effective and economnical personnel managenent wthin
the Departnent of Defense by applying a uniform system of enpl oyee develop-

ment, performance evaluation, pronotion? and other facets of career devel op-
ment .

2. Ensure that highly qualified personnel professionals are available
for key personnel positions within the Departnment of Defense.

3. Provi de professional opportunities for a career in civilian person-
nel managenent.

4, Provide a viable plan, which includes cross-training and rotational
assignments, that individuals may use to devel op and achieve a fulfilling

career in civilian personnel managenent.

5. Attract, select, and retain a cadre of highly qualified personnel
pr of essi onal s.

6. Increase career developnent and training opportunities for program
participants through the exchange of know edge of career experience by expo-
sure to other Defense Agencies’ prograrns.

7. Assure that a sufficient nunber of funded spaces and other selected
resources are provided for orderly and consistent recruitnent, training, and
devel opnent of entry and higher |evel personnel.

C. APPL| CABI LI TY AND SCOPE

1.  The provisions of this manual apply to civilian enployees of the
O fice of the Secretary of Defense (0Sp), OSD Field Activities, the O ganiza-
tion of the Joint Chiefs of Staff, and the Defense Agencies (hereinafter



call ed the participating DoD Conponents) who occupy professional |evel per-
sonnel managenent positions in the Personnel Managenent and I|ndustrial Rela-
tions Cccupational G oup, G8-200-05 through GS-200-18. (Positions classified
in the Mlitary Personnel Managenent series (GS-204/205) are exenpt from-
the provisions of this manual.)

2. Specifically, enployees in the participating Conponents in the fol-
| om ng occupational series are included in the career programand wll be
registered in the Automated Career Managenent System (ACMS) in accordance with
this manual and wth Appendix C, DoD 1430 10-M (reference (b)):

201 Personnel Managenent

212 Staffing

221 Position Cassification

223 Sal ary and Wage Adm nistration
230 Enpl oyee Rel ations

233 Labor Rel ations

235 Enpl oyee Devel opnent

3. Careerists in other occupational series may be registered in the
program if they are qualified and have docunentation of past experience in the
personnal nmanagenent series. A civilian personnel officer within the partici-
pating conmponent will determne eligibility, and certify that the careeri st
meets O fice of Personnel Managnent (OPM) qualification requirenents for a

professional |evel position in the series noted and may be registered in the
ACMS .

4. The provisions of this manual apply to the follow ng Defense Agencies
(subsection O ., above):

Def ense Communi cati ons Agency (DCA)

Def ense Contract Audit Agency (DCAA)

Def ense Intelligence Agency (DIA)

Def ense | nvestigative Service (DIS)

Def ense Logistics Agency (DLA)

Def ense Mappi ng Agency (DMA)

Def ense Nucl ear Agency ( DNA)

Organi zation of the Joint Chiefs of Staff (0JCS)

Uni forned Services University of Health Sciences (USUHS)
Washi ngt on Headquarters Services (WHS)

D. DEFI NI TI ONS

1. Career Developnent. The devel opnent of enployee potential by inte-
grating the capabilities, needs, interests and aptitudes of the individuals
participating in a career program through a planned, organized, and systematic
met hod of training and devel opnent designed to nmeet organi zational objectives
that are &accomplished through work assignnments, job rotation, training, educa-
tion, and self-devel opnent.




2. Career Program A systemfor the selection, devel opnent, and assign-
...... ment of personnel wthin a specified career field.

3. Career Field. One or nore occupations or functions that require
simlar know edge and skill and are sufficiently related to be recognized as a
normal career pattern for progression.

4,  Career Levels. @Goupings by a range of grade levels (entry or in-
tern, intermediate or journeyman, senior or executive)that provide the franme-

work for overall training and devel opnent planning and progression within a
career field.

5. Career Managenent. The continuing process by which individuals in
specific career fields are identified and devel oped that is adm nistered under

a formal programto fill positions o-f increasing responsibility, to provide
top managenent with a staff of proficient career enployees to acconplish its
m ssi on.

6. Cccupational Field. Generally a single job classification series

requiring varying degrees of the sanme types of skills, know edge and abili -
ties.

7. Career Patterns. The range of opportunities at each career |evel and
the optinmum pathways for vertical and horizontal novement within a career

Laan'e W

field.
E. RESPONSI BI LI Tl ES

1. The Assistant Secretary of Defense (Minpower, Reserve Affairs-and
Logi stics) shall inplement the overall policies and standards of the career
program

2. The Deputy Assistant Secretary of Defense (G vilian Personnel Policy)

shal | :

a. Provide overall guidance for the operation of the Defense Agencies’
Cvilian Personnel Career Program Board (DACPCPB).

b. Provide a senior representative to the Board.

3. The nmenbers of the Defense Agencies Cvilian Personnel Career Program
Board shall:

a. Provide policy direction to the Defense Agencies’ Civilian Person-

nel Career Program consistent with the policies and standards in subsection
El ., above.

b= Consist of the civilian personnel directors of the participating
DoD Conponents.



4. Civilian personnel directors shall serve as DoD Conponent functional
chiefs for the Career Program in accordance with DoD 1430.10-M (reference

(b)) -
F.  CAREER PROGRESSI ON

1. Careerists can advance in one of the functional specialties or in
general personnel managenent. The question of specialization nust be con-
sidered carefully at all stages of devel opment, and individual career planning
nmust address the added costs and the differences in experience and training
necessary to prepare generalists as opposed to specialists.

2. Movenment to higher grade levels is a natural desire anobng careerists.
However, pronotions in the same specialty tend to limit later opportunities
for novement to positions in other specialties, and careerists should be
advised to broaden, not limt, their career specializations.

3. The career patterns shown in Appendix A illustrate typical patterns
of career progression that may be followed by enpl oyees under this program
Vertical patterns generally reflect assignnents to higher level duties and
responsibilities, while lateral novement, that nmay include devel opnent al
assignments to diverse geographical |ocations, broadens the enployee’ s spe-
cialist experience and background.

G | NTERN | NTAKE AND DEVELCOPMENT

1. Ceneral. This career program enphasizes quality in the recruitnent,
sel ection, developnment , and appraisal of entry or intern | evel career trainees.
| ntern development is acconplished through carefully sel ected, productive work
experiences and formal training courses that lead to the jorneyman or inter-
mediate level. The intern is considered qualified for an entry-level assign-
ment and capable of becoming a part of the regular work force. Intern.training
and devel opmental work in various functional areas nust do nore than just
provi de those skills needed for success in specific jobs. This devel opment and
training nust also instill the self-confidence and self-assurance that is
necessary for the trainee to structure a constructive and |ong-term career.

Al though there is a pattern of intern devel opnent prescribed for this program
its inplenentation is the responsibility of participating DoD Conponents.
Accordingly, based on careful and realistic management forecasting and planning,
Conponents are expected to provi de adequate and continuing personnel recruit-
ment for the intern programto neet both short- and |ong-range estimted
requirements. At the GS-5 and GS-7 levels, selection for entry into the
program wi || be based on personal attributes and the potential necessary for

success at full-performance levels. Inportant intern level selection attri-
but es include:

Intellectual capacity and |learning ability.
Breadth™ of interest.
Aptitude for successful personal relationships.



.

2. Recruitnment. Although enphasis will be given to attracting college -
graduates, all recruitment sources will be utilized in accordance with sound
staffing policy and affirmative action goals, to provide for upward mobility
and to achieve a balanced and qualified work force. Interns entering conpe-
titive service positions in this career programat the G55 or G5 7 levels
will be selected fromthe Professional and Admnistrative Careers Exam nation
(PACE) register established by the Ofice of Personnel Minagement (OPM) or
from anong those in the current workforce who have denonstrated the potenti al
to develop and progress to the journeyman level. Interns selected fromwthin
the workforce nust neet substantially the same qualification requirements as
those selected fromthe PACE register. Appointment of interns to Excepted
Service positions will be in accordance wth approved OPM or Agency procedures.

3. Administration and Resources. The Board (see subsection E. 3) is
responsi ble for establishing the intern devel opment program and policies. Each
participating DoD Conponent provides the resources necessary to support intern
enpl oyment consistent with the Board' s objectives and its own projected needs.
Because of the inportance of the intern programto the quality of future
Conponent top managenent conposition, the commitnent of these resources wll
not be conprom sed or sacrificed. Each participating Conponent’s civilian
personnel officer will review, at |east annually, the requirenent, allocation,
and use of these resources to ensure their optimm contribution to program
obj ectives and m ssions.

4, Intern Devel opment. Under the guidance of the civilian personne
officer, a staff nenber designated by the civilian personnel officer, or the
intern’s imediate supervisor, the intern will be assigned to on-the-job work
integrated with formal training courses. Based on the results of supervisor-
intern counseling and an assessnment of intern potential and interest, coupled
with the guidance in the appendices, an individual devel opnent plan indicating
the work experience and formal training assignnents to be undertaken during
each period of training and devel opnent will be prepared for each intern. The
pl anned work experience and training wll be selected and adapted to provide
basi ¢ understanding and expertise in the follow ng major civilian personnel
managenment occupational fields:

Enpl oyee Devel opnent
Enpl oyee Rel ations
Labor Rel ati ons
Position Cassification
Staffing

5. Progression and Duration of Internship

a. Individuals will enter the program at grade GS-5 or GS-7 and are
expected to conplete the intern programby the tine they are eligible for
promotion.to GS-9. There are no specific time-in-grade requirenments, other
than those inposed by the O fice of Personnel Mnagenent, governing the rate
of progression through the internship or any of its phases. However, an
intern who enters the program at grade GS-5 may conplete the requirements for



consideration for pronotion to grade GS5-7 within” 1 year. A grade GS-7 intern
may conplete the requirement for GS-9 consideration after 1 year of training
at the 6S~7 | evel.

b. Although the individual devel opment plan will show the duration
of the various phases of intern training and devel opnent, reasonable adj ust-
ments of the tine spent in each phase or in the total program may be nade.
Progression should be based on denonstrated acconplishnent and the particul ar
needs of the intern and the enploying conponent rather than on the expiration
of precise tine periods.

c. Partnership or interchange training assignnments between partici-
pating conponents are encouraged as a nethod of ensuring full and conprehen-
si ve occupational coverage.

d. \Wen supervisory appraisals reflect unsatisfactory intern pro-
gress the intern wll be counseled by the supervisor and the civilian person-
nel officer, given special assistance and allowed reasonable time to reach
acceptabl e program standards. |f these efforts fail and the intern is unable
to maintain satisfactory progress, intern status will be termnated. The
enpl oyi ng conmponent will make every effort to place the enployee in a position
for which qualified. Failing that, other personnel actions will be taken
which may result in separation of the enployee fromthe Federal Service.

H. PROFESS| ONAL DEVELOPMENT AND TRAI NI NG

1. General. The Master Training and Devel opnent Pl an, Appendix B,
prescribes the mninumtraining and devel opment requirenents for the career
| evel s identified as:

Entry Level (Intern)
| ntermedi ate Level (Journeyman)
Senior Level (Executive)

| mpl ementing participating DoD Conponent Directives may supplenment the mninum
training and devel opment plans to neet organi zational and individual intern
devel opnent needs.

a. Entry Level (Intern) (G6S-5 and -7). This is a period of concen-
trated, formal, and systematic training and devel opnent enphasi zing on-the-job
training that is supplenented by formal training courses, as described in
section G above.

b. Intermediate Level (Journeyman) (GS-9 to -12)

(1) Enployees at this level will be assigned to positions in

whi ch they_may specialize or generalize, depending upon the needs of the
organi zation and consistent with current individual devel opnent plans.



(2) Learning experiences will be nore varied than at previous
| evels to suit individual needs, and will be nore difficult. Consideration
wll be given to assignments to task groups and to voluntary rotational reas-
signments anong the occupational areas within the civilian personnel office.
Addi tionally, developnent will include attendance at advanced training courses.
Sel f-devel opment w || be encouraged.

(3) Enpl oyees in nonsupervisory positions wll be given exposure
to managerial or supervisory responsibilities through detail assignnments or
through tenporary pronotions. Assignnents may al so include the |eadership of
task groups or interdisciplinary projects.

c. Senior Level (Executive )(65-13 and Above). Career devel opnent
of careerists at this level generally will be guided by the Conponent Execu-
tive and Managenment Devel opment Program or other appropriate Conponent pro-
cedures for the devel opnment of senior |evel personnel.

(1) Senior level careerists are expected to be fully conpetent
in technical matters relating to the personnel management profession. However
there is a need to keep abreast of current devel opnents and to |earn and apply
advanced nmanagenent concepts. Education and training become nore generalized
at this level with greater enphasis on self-devel opnent.

(2) Conponent Executive and Managenent Devel opnent prograns
provi de opportunities to progress to the highest positions in the Federal
sector. Training and devel opment ‘under these conponent prograns include
devel opmental and rotational assignnment, managenent training and |ong-term
educati on.

2. I ndividual Devel opnent Pl ans

a. CGeneral. Wthin the guidelines provided above, and by the Mster
Trai ning and Devel opment Pl an, Appendix B, Conponents will provide for the
devel opment and recording of realistic Individual Devel opnent Pl ans (IDPs)
for each enployee in the career program  Such plans wll contain attainable
objectives and wll state the neans for achieving these objectives within
prescribed time [imts. Athough the requirenents of nanagenent are paranount,
full consideration will be given to the enployee’s desires and aspirations.
The detail and conprehensiveness of each plan may vary.

b. Wilization, | ndi vi dual Devel opment Plans are a way of ensuring
t hat career devel opment activities are properly planned, interrelated, and
designed to neet the goals and objectives of the organization, the supervisor,
and the careerist. The Individual Devel opnent Planning process forns a sound
basis for a career managenent programat its nost critical point, the
day-to-day relationship between the individual careerist and the supervisor.
Conbi ned with high-level organizational commtnent, effective rotation plans,
sound training resource utilization, and careful program evaluation, it forns
the foundation for ensuring that the participating DoD Conponents have a
sufficient nunber of top-quality people to nmeet present and future needs for
personnel management | eadership. Devel opnent of an efficient devel opnent
pl anning process will benefit the organization and the individual.

!



C. Pr ocedur e

(1) The Individual Devel opnent Plan is prepared on Part I1]
G vilian Personnel Mnagenent Career Appraisal form DD Form 2205, by the
careerist’s supervisor after the two have engaged in career counseling dis-
cussion. Plans should be flexible and allowance should be nade for adjust-
ments by mutual agreenent. Additional instructions are contained on the
appraisal formand in section |., below

(2) Supervisors and enpl oyees shoul d engage in career discus-
sions as frequently as necessary. At least annually, the enployee’s plan
shoul d be reviewed and updated with the appraisal, rating, or counseling
process.

| CAREER APPRAI SAL AND COUNSELI NG

1. Enployee appraisal and counseling are integral parts of a total
career devel opment program  They provide a solid foundation for the retention
and devel opment of a notivated career staff that strives to inprove its tech-
ni cal and managerial ability.

2. Counseling is the basis upon which the career appraisal is devel oped.
To be successful, the counseling procedure requires an open atnosphere in
which relevant, realistic discussion can take place. It requires an inventory
of the careerist’s strengths and weaknesses as well as the future prospects
for career progression. The resulting discussions should be conducted in a
friendly and cooperative atnosphere. Only in such a nmanner will these ses-
sions result in nutual benefit and contribute to the overall inprovenment of
the civilian personnel work force.

3. The ACMS G vilian Personnel Mnagenent Career Appraisal, DD Form
2205, will be used as the appraisal and counseling instrument for enployees
eligible for referral under the provisions of subsection K.2., bel ow.

J. MOBI LI TY

1. Mbility is an integral part of career developnent. |t enhances the
opportunity for gaining the broadening experience and knowl edge and the im
proved conpetence and abilities needed for positions of greater responsibil-
ity. Those enpl oyees who have made thensel ves avail able for assignment in-
vol ving occupational, organizational and geographic novenent normally will
devel op greater potential and have nore opportunity for advancenent than those
who are less mobile. Enployees nust be informed of the possible self-inposed
limtations resulting fromlack of nobility. For management personnel, the

gui delines for prograns of cross-training and exchange of individuals are
outlined in DoD Instruction 1430.8 (reference (c)) and cited bel ow

a. THe careerist’s individual devel opment plan may include cross-training
within installations and organizational conponents. It nay also provide for

cross-training or exchange of selected individuals between DoD Conponents.



b. The cross-training or exchange of careerists between DoD Com
ponents, other governnent agencies, and segnents of the private sector will be
arranged by the enpl oying DoD Conponent.

c. The purposes for the cross-training or exchange of a careerist
wi thin and between the DoD Conponent are to enlarge the individual’s under-
standi ng of operations and relationships wthin a DoD Conponent; deepen under-
standi ng of another major Conponent’s functional area or system extend know
| edge of managerial techniques and develop ability to use them at the executive

level in the mlitary establishment; and inprove ability to acconplish the DoD
m ssi on.

2. Cross-novenent of civilian personnel careerists will be acconplished
i n accordance with “DoD-Wde Training Agreenent for Exchange Assignment for
Devel opnent of Managers of the Departnent of Defense” approved by the Ofice
of Personnel Managenent.

3.  Except when required by the nature of the position or the needs of
managenment, nobility will be on a voluntary basis. Interns will be required
to sign a nobility agreenent such as that shown in Appendi x D.

K. REG STRATI ON, REFERRAL AND SELECTI ON

1. Registration. Al enployees identified in Section C., above, wll be
registered in the DoD ACMS in accordance with the provisions of DoD 1430 10 M
(reference (b)). Civilian personnel officers are responsible for ensuring
timely and accurate conpletion of registration actions.

2. Referral and Sel ection

a. Areas of Consideration and Mandatory Referral Levels. The area
of consideration for all vacancies in the series shown in Section C., above,
at GS-13 through 6S-15, includes all participating DoD Conmponents. This
establ i shes GS-13 through GS-15 as the nandatory referral levels for which a
requi sition against the ACM5S inventory is required. Vacancies bel ow GS-13 wil |l
be filled through use of internal Conponent nerit procedures using any area of
consideration that is “consistent with Federal nerit placenent policy. ACMS nay
be used as an optional recruitnent source for vacancies bel ow Gs-13.

b. At the option of the requisitioning Conponent, the area of con-
sideration may be expanded to include candidates from nonparticipating DoD
Components. |If so, they may be considered as “non DoD candi dates” under the
provi sions of DoD 1430 10-M (reference (b)). Candidates from other Federa

agencies and the private sector also nay be considered under this sane pro-
vi si on.

c. Since all eligible enployees of the participating Conponents are
registered in the ACMS, either as mandatory or optional candi dates, they will
be considered automatically for each nmandatory referral |evel vacancy for which

a requisition is submtted. Failure to register in ACMS is equivalent to
declining consideration for vacancies to be filled through ACMS.



d. To accommodate referral of enployees in the Excepted Service who

do not have conpetitive status, all registrants in the program will indicate
their status at the time of registration. Referral rosters will contain both
status and non-status candi dates. Selection of non-status candidates from
ACMS rosters for positions in the conpetitive service depends upon the candi-
dates being able to achieve status. |If a candidate is not on a register or is
not available through applicable OPM procedures for filling senior |evel
positions, then the candidate may not be selected for a conpetitive service
position. In such cases, they will be considered unavailable. Report actions
for candi dates who are not within reach for selection will be noted with Code

23, “Not available for consideration - See explanation bel ow (see DoD
1430. 10 M (reference (Db)).
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APPENDI X B
MASTER TRAI NI NG AND DEVELCPMENT PLAN

| NTRODUCT! ON

There is a constant demand for well-trained, skilled career personnelists
in the Gvilian Personnel Career Program  This need has become even nore
acute as policy and regulation affecting the Federal work force has becone
more conplex and as greater enphasis has been placed upon enpl oyee partici-
pation in the overall managenment decision process. Gven these changing
environnental demands, a standardi zed and coordinated plan for the training
and devel opment of such individuals within the participating DoD Conponents is
| nperative.

1. SKILLS, KNOALEDGE, AND ABI LI TI ES | DENTI FI CATI ON

A | dentification of the necessary skills, know edges, and abilities is a
key requirement for the operational success of the Mster Training and Devel -
opment Plan. This identification procedure provides an inportant foundation
upon which specific devel opment assignments can and shoul d be based. The
followng is a list of those skills, know edges, and abilities that are needed
for adequate performance at the various grade |evels:

B-1
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Skill s/ Knowl edges/Abilities of the Civlian Per sonnel

Managenent Career Field
Entry Level (Intern) (GS-5 and -7)

Posi tion
Personnel Managenent Specialist (Intern)

Skills/Knowledges Abilities
Become famliar with all personnel Communi cate effectively
functions and specifically in the (reading, witing, speaking).

program area of assignnent.
Assim | ate and apply |arge

Devel op a practical understanding quantities of information.

of the specific regulations, policies,

manual s and procedures utilized in Be resourceful, tactful, and
the. various program areas. exercise initiative.

Acquire overall know edge of the Be cooperative and thorough.
activity mssion and nmajor functional

ar eas.

Begi n application of cunulative know
| edge of the personnel managenent
principles, procedures, and work

t echni ques.

Performinitial fact-finding for
deci si on- maki ng.

Adequat el y and accurately apply
principles, guides, standards,
i nstructions, and explanations.

Make sound concl usi ons and
reconmendat i ons.

| nternmedi ate Level (GS-9 to -12)

Posi tion

Personnel Managenent Speci ali st Enpl oyee Rel ations Speciali st
(three or nore series) Enpl oyee Devel opnent Speci al i st

Personnel Staffing Speciali st Labor Rel ations Speciali st

Posi tion Classification Speci ali st Salary & \Wage Admi nistration

Speci al i st
Personnel O ficer/Activity

B- 2



Skills/Knowledges Abilities

Utilize fundamental principles, Ability to advise and assi st
concepts, techniques, standards, supervisors through public or
and guides in either the single or coordi native contacts.

conbi ned specialized field(s).

Per suasi veness, i nmagination,
Provi de specific/generalized and foresightedness.
personnel service to managenent.

Ability to prepare reports or

Coordinate with other personnel studi es.

specialists to provide positive

advi ce and assi stance to managenent. Read rapidly with high com
pr ehensi on.

Techni cal skill, know edge, and

j udgment . Effective |istener.

Interpret, apply, develop, or Broad approach to nmanagenent

explain policies, guides, or decisions. probl ens.

| nt ense/ deep search for
probl em sol utions.

Seni or Level (GS-13 and above)

Posi tion

Personnel Managenent Speci ali st Labor Rel ations Speciali st
(three or nore series) Enpl oyee Devel opnent Speci al i st

Personnel Staffing Speciali st Salary & \Wage Admi nistration

Position Cassification Specialist Speci al i st

Enpl oyee Rel ations Special i st Personnel O ficer/ Conponents

Personnel O ficer/Activity

Ski || s/ Knowl edges/ Abilities

| ndependent responsibility for resolving especially difficult and conplex
problens in particular field(s).

Wrking with only general guides or policies.
| magi native and fruitful exploration of alternative courses of action.
Primarily dealing with key managenent and agency officials.

Inspirimg respect for and confidence in his final decisions and reconmenda-
tions.
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Preparing problem anal ysis and recomendat i ons.
Eval uating conprehensive personnel prograns at field activity or agency |evel.

Performng in the area of program managenment or admnistration at field
activity or agency |evel.

Requiring coordination of |ocal or agency personnel prograns.

Exercising authority and performng responsibilities comensurate with the
operation/policy |evel of assignnent.

Operating a personnel program of either a technical or nmanagenent oriented
nat ur e.

Directing a personnel program at Conponent |evel.

NOTE: Sone of the skills/know edges/abilities |isted above may al so be appli-
cable to the GS-12 |evel.

B. Al'l training and devel opnent assignnents should be undertaken with the
purpose of instilling the above skills, know edge, and abilities wthin the
personnel careerists at the indicated grade |evel. Those training and devel -
opnental assignnents which do not significantly enhance the careerist’s devel -
opnent in the functional personnel specialties are not appropriate at the
intern and internediate |evels, and are optional at higher |evels.

I11. ORGANI ZATI ON OF THE TRAI NI NG PLAN

A, General. The Master Training and Devel opnent Plan is organized in
three major parts: The entry level, G55 and -7; the internediate |evel,
G5-9, -11, and -12; and, the senior level, GS-13 and above. The entry level
I's marked by assignnments and training experiences designed to provide the
intern with a broad orientation and introductory course in the nmajor options
within the civilian personnel career field. The internediate |evel training
|'s designed to develop the careerist in the specialties of the career field.
The senior level is oriented toward devel oping the careerist as a manager/
executive at the highest professional |evels of the career field.

B. | nt ake

Careerists who qualify may enter the Program at any level, However,
interns will be recruited at the G55 or -7 level. To be considered for entry
into the programat the GS-9 or higher level, careerists nust nmeet the qualifi-
cation requirements of OPM Handbook X-118 or other applicable approved stand-
ards. Conscientious efforts nust also be nade to bring minorities and wonen
into the civilian personnel career field at all grade levels. It is expected,

al though not required, that the mgjority of individuals will possess a college
degree and the follow ng training and devel opnment plans have been devel oped
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with these individuals in mnd. For those individuals who do not possess a
col | ege degree or who have degrees in areas other than personnel nmanagenent,

these plans may be supplenented with formal courses offered by local educa-
tional institutions.

c. Entry or Intern Level (GS-5 and -7)

1. Objectives. Interns will be provided a conprehensive view of the
personnel function to introduce themto a total concept and philosophy of
personnel managenent. They will be exposed to a variety of experiences de-
signed to provide basic technical know edge and devel op skills needed to
perform successfully as a personnel nanagenent specialist.

2. Plan for Training

(a) Training for the intern will be acconplished through fornmal
educational courses, on-the-job training, counseling, and challenging work
assignments. Work assignnents are to include not only project assignnents,
but participation in routine work processes at both the operating and staff
| evel s, attendance at committee and task group neetings, planned study of OPM
DoD, and Conponent regul ations, directives, instructions, and pertinent pro-
fessional literature.

(b) Training plan outlines for interns entering at GS-5 and GS-7,

shown below,cPresent time-phased functional assignments for the 2-year or
| -year period of the internship, and the initial fornmal training to be accom
plished by interns.
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Trai ning and Devel opnent Qutlines for G55 and GS-7

Wor k Assi gnnent/
Dur ati on

Position Cl assification
Phase 1, 4 no.

Staffing and Pl acenent
Phase 2, 4 no.

Enpl oyee Devel opnent
Phase 3, 4 no.

Enpl oyee- Managenent Rel ations
Phase 4, 4 no.

CGeneral Assignments
Phase 5, 8 no.

Position C assification
Phase |, 3 no.

Staffing
Phase 2, 3 no.

Enpl oyee Devel opnent
Phase 3, 3 no.

Enpl oyee- Managenent
Rel ati ons ~

Entry Level Interns

GS-5 Entry Level

O f-the-Job Training

Introduction to Cvilian
Personnel Managenent (take
first, as soon as possible)
Usi ng the Federal Personnel
Manual : A Workshop
Position Classification -
Basi ¢ Course

Staffing & Placenment -
Basi c

Basi ¢ Enpl oyee Devel opnent
| nstructor Training

Enpl oyee Rel ations - Basic
EEO for Personnel Specialists
and Administrative Oficers

Report Witing Workshopl
An Introduction to ADE1

GS-7 Entry Level

Introduction to Guvilian
Personnel Managenent (take
first, as soon as possible)
Usi ng the Federal Personnel
Manua 1: A workshop

Position Cassification - Basic

Staffing and Pl acenent
Basi c

Basi ¢ Enpl oyee Devel opnent
| nstructor Training

Enpl oyee Rel ations - Basic
EEO for Personnel Specialists
and Adm nistrative Officers
Report Witing Vbrksﬁcgl
An Introduction to ADP

| Moy be schedul ed begi nning the seventh nonth of training.
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(c) These training and devel opment outlines are to be supplenented
L by the detailed guidance for intern training in Annexes 1 to 5 to this Appendi X
| dentified as:

Ame X Cont ent
1 Ceneral Oientation and Background
| nf ormation
2. Trai ning and Enpl oyee Devel opnent
3. Position Cassification and Position
Managenent
4, Recruitment and Staffing
5. Enpl oyee Rel ations

The outlines provide spaces where advisors or supervisors may record dates
when training items are conpleted. Copies of plans should be given to each
intern. It is especially inportant that these plans are followed carefully
to provide the fundamentals on which interns will build careers.

3. Evaluation of Progress. Interns wll be evaluated continuously and
counsel ed on their progress and perfornmance.

D. Intermedi ate Level (G5 9, -11, and -12)

a5

1. (Objective's

(a) For those careerists who enter at the GS-9 level, it is probable
that they will have had a exposure to the personel nmanagenment field. The
time necessary to introduce themto the applicable managerial perspectives and
principles is thus |essened. However, many will not have had the exposure to
Federal or DoD personnel managenent operations. These individuals nmust still
be introduced to the various functional specialties. This introduction may
take place at a faster rate and nmay be acconplished within a 1 year span.

(b) For those who enter as interns at G5-5 or -7, the internediate,
| evel will be one of specialization, At this level, the individual will select
the options fromthe functional specializations of the civilian personnel
managenment programin which he/she intends to becone a conpetent, technical

specialist. Final selection of the specialty areas will|l depend upon two
factors: the primary factor will concern organizational needs; the second
factor wll be the desires of the individual. The manpower and technica

needs of the agency nust be forenost in the decision on the specialty the
individual wll pursue. This is not to say that the individual’'s desires will
be subjugated; however, careerists nmust be aware that advancenent as well as
prof essi onal opportunities within their particular Conponent w |l depend upon
the unique conditions and environnment in which the Conponent finds itself.



2. Plan for Training

(a) Full journeyman performance 0ost probably will be reached at the
GS-11 level. In sone instances full performance may be achieved at the GS-9
| evel and in others at the GS-12, according to agency size and need. At the
full -performance |evel, the individuals nust be technically know edgeabl e,
highly famliar with all applicable OPM DoD and Conponent regul ations and
instructions, and able to manage designated prograns assigned to their respon-
sibility. Technical competency i s best devel oped by providing progressively
nmore chal l enging work assignnents as the careerist’s know edge is devel oped.
In addition to being the nost effective nmethod of developing skills, it is
al so one of the best devices for ensuring continuing enployee satisfaction and
motivation. Cbviously, the rate of progress will differ according ‘to individ-
ual background, strengths and weaknesses; bur it is inperative that the
careerists progress at the nost expedient rate possible.

(b) The needs of the different Conponents will not always be con-
gruent within the functional specialties. Thus, one Conponent may have a
pressing need for individuals with negotiating and collective bargaining
skills and will direct careerists developnent toward this specialty.
Anot her Conponent m ght be nore concerned with adverse actions and enpl oyee
grievances and may well identify this area as the first priority for
individuals to receive future training. For this reason, a specified training
and devel opnent outline with acconpanying timetable is not provided. Such
outlines already exist within various Conponents of DoD and may be used to

devel op an outline tailored to Conponent specifications. [Individual devel op-
ment plans nust be devel oped that consider the needs of the organization and
the desires and aptitudes of the individuals involved. Appendi x C lists

formal training courses that are inportant to the field. The Iist should be
used by careerists and their advisors to construct a conprehensive individual
devel opnent pl an.

(c) The internediate level is the level at which careerists are
likely to first enter supervisory positions. |Increasing job conplexity re-
quires better trained, nore know edgeabl e supervisors than ever before.
Odinarily, newy appointed first-level supervisors do not enter the position
fully possessing the know edge and skills necessary to cope with its conplex
requirements.  Qoviously, specific training needs vary for each individual.
The amount of training required is predicated upon the requirement of the job,
the individual’'s performance, previous education, training, and experience.
Supervisor training will be gauged by the requirements of FPM Chapter 410 and
i ndi vi dual Conponent training program plans. Supervisory training should be
provided to careerists during the first 6 nonths after assumng a supervisory
position, or, preferably, within the 6 nonths prior to entering the position-

(d) The internediate | evel provides a good opportunity for two or
mor e Components t0 participate in “partnership” or exchange agreenents. The
careerists will have had a full year of experience and thus will be know edge-
able of relevant practices and instructions as set forth by the Ofice of Per-
sonnel Managenent, Departnment of Defense, and their enploying Conponent. An
exchange w th another Conponent within the same functional speciality wll
broaden the individual’s perception of alternative practices, procedures and
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phi | osophies as practiced by d
exposed to a greater variety o

Ifferent agencies. |n addition, he or she will be
f problens and situations than may be encountered

in the enploying Conponent. Such exchanges are voluntary with both the agencies
and the individual but are strongly encouraged.

(e) Professional devel opment beconmes increasingly nore inportant as
the careerists progress. Enhancement of supervisory and effective communica-
tions skills, as well as technical skills are essential. Attendance at pro-
fessional meetings is encouraged and it is inperative also that the careeri st

stay abreast of the literature

available within the field. The agency nust

encourage and reward individual development efforts to produce a professional
esprit de corps anong all careerists.

E. Seni or Level (Executive (

GS-13 and Above). The training and devel opnent

activities at this level wll
Executive Devel opment Program
couraged since the interchange
| evel can be of great val ue.
must be tailored to individual
be overl ooked.

1. njectives

be guided by the requirenents of the Conponent’s
Partnership exchanges of executives are en-

of views and opinions at the policy-making

Enphasi s on executive or nmanagerial devel opnent

needs. Technical devel opnent needs shoul d not

a. Civilian personnel officers usually are assigned at this |evel
and represent the key executives in defense personnel managenent programs. T ph e y
shoul d al ready have agood grasp of the role of personnel managenent nethods.
t echni ques and policies and should reflect a practical understanding of the
behavi oral sciences. Devel opment activities should enphasize the integration
of personnel managenent concepts, policies, and phil osophies with the overal

managenent of the activity. B

roadeni ng of the executive's perspectives into

rel ated staff nanagenent fields such as financial nmanagenent, nmanpower nanagenent,
and technical mssion related activities should al so be enphasized. The

thrust should be to help the e
responsi bl e partner with other

xecutive establish the personnel function as a
installation top nanagers to secure, devel op

and use the organization's prinicpal resource, its people.

b. In sone large organizations the Chiefs of technical personnel

functions are at this level.
t echni cal background in the fu
integrate into a conprehensive,

Devel opnent shoul d center on rounding out their
nctions presently supervised and how these

managenment supportive personnel program

Effort nust also be directed to expanding devel opnent into other staff

managenment functions.
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APPENDI X B

ANNEX 1
FUNCTI ONAL
AREA CENERAL ORI ENTATI ON AND BACKGROUND | NFORMATI ON
DATE
CONTENT : 1. ACTIVITY ORI ENTATI ON ADVI SOR/ COVPLETED

| ntroduction to Managenent

Briefing on and tour of

Activity

Orientation

Program QObj ecti ves

2. ORGANIZATION AND MISSION

Federal Government/DoD

Agency

Per sonnel O fice

3. PERSONNEL  MANAGEMENT

Hi storical Background

Concepts and Policies

Statutory

Rol e of OPM

Executive Oders

B1-1



APPENDI X B

ANNEX 1
READING
ASS| GNVENTS . FPM/Directives/Other
FPM Chapter 000 - Overall indexes, bibliographies and issuances
Chapter 001 - Checklist of nmanual material received
Chapter 002 - Table of contents
Chapter 003 - |ndex
Chapter 004 - Plan for the nanual
Chapter 210 - Basic concepts and definitions (general)
Chapter 211 - Veterans preference
Chapter 212 - Conpetitive service and conpetitive status
Chapter 213 - Excepted service
Chapter 230 - Organization of Governnent for personnel nanagement
Chapter 250 - Personnel managenent in agencies
Chapter 271 - Devel oping policies, procedures, prograns and
' st andar ds
Chapter 272 - Personnel policy formulation and issuances
Supp 990-1, Book 1 - Title 5, Uni;ed States Code - Selected
assi gnment s.
PAMPHLETS :

Personnel Managenment Panphl et #6, “Evaluating Your Personnel Managenent”

Personnel Managenment Panphlet #14, “Flexibility in the Federal
Personnel Systeni

BRE #37, “Working for the U S A"
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FUNCTI ONAL
AREA

CONTENT:

PROJECT
ASSI GNVENTS:

APPENDI X B
ANNEX 2

TRAI NI NG AND ENMPLOYEE DEVELGPMENT

DATE
ADVI SOR/ COVPLETED

(bj ecti ves

Managenent Role and Responsibilities

Li ne Managenment Responsibilities

Enpl oyee Responsibilities

Types of Training Activities

| dentification of Training Needs

Training Conmttees

Training Plans and Budgets

Trai ning Admnistration Procedures

Trai ni ng Met hods

Training Facilities and Training
Al ds

Educati onal Counseling and I nforma-
tion

Career Prograns

Trai ning Records and Reports

Travel for Trail nees

Devel op Needs Survey

Devel op Training Plan

Devel op Training Schedul e

Devel op Traini ng Budget

Devel op Training Evaluation System

Prepare Training Report

B2-1



APPENDI X B
ANNEX 2

READI NG
ASS| GNVENTS FPM Di rectives/ O her

Federal Personnel WNanual

Chapter 410 and associ ated Conponent Personnel Regul ations -
Enpl oyee Devel opnent

Depart nent of Defense |ssuances

Joint Travel Regulations (C 3001, C 3050, C 3051, C-9008)
DoD Directive 1430.4, “CGvilian Enployee Trai ni ng”

DoD Instruction 1430.5, “CGvilian Enployee Training Policies
and Standards”

PAVPHLETS: Personnel Management Panphlet #3, “lInproving Oientation Prograns”

APPRAI SAL AND

EVALUATI ON: Witten Eval uation by Supervisor,
Anal ysis and critique of prepared
material. Self analysis by trainee.
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FUNCTI ONAL
AREA

CONTENT:

PRQIECT

ASSI GNVENTS:

APPENDI X B
ANNEX 3

POSI TI ON CLASSI FI CATI ON AND POSI TI ON MANAGEMENT

Pay Systens

C assification Act

Posi tion/Job Descriptions

Cl assification Standards

Job Grading Standards

Grade Structures and Alignnent

Concepts of Position Managenent

Preparation of PDs/JDs
Revi ew of PDs/JDs
Prepare eval uation statenents

Participate in Position Mnagenent
St udy

B3~1
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APPENDI X B

ANNEX 3
READI NG
ASS| GNVENTS FPM/Directives/Manuals
Federal Personnel Manual
Chapter 312 - Position Control
Chapter 511 - Position Cassification under the Cassifica-
tion Act
Chapter 512 - Job Evaluation under the Prevailing Rate System
Chapter 500 - Pay Adm nistration (General)
Chapter 530 - Pay Rates and Systens (Ceneral)
Chapter 531 - Pay under the Cassification Act System
Chapter 532 - Pay under Prevailing Rate Systens
Chapter 534 - Pay under QO her System
Chapter 539 - Conversions Between Pay System
Chapter 300 - Appendix A Lines of work properly classified at
Two Grade Intervals
Supp 512-1 - Job Gading System for Trades and Labor QCccupations
Supp 990-1 - 5USC Chapter 51-Classification
PAMPHLETS:

Personnel Managenment Panphlet #16, “dassification Principles
and Policies”

Personnel Managenment Panphlet #22, “Supervisory Gade Eval uation
CQui de and Qualifications Standards”

APPRAI SAL AND

EVALUATI ON: Witten Eval uation by Supervisor.
Anal ysis and critique of witten
material. Self analsis by trainee.
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FUNCT! ONAL
AREA :

CONTENT :

PRQIECT
ASS| GNMVENTS:

APPENDI X B
ANNEX 4

DATE
RECRU TMENT AND STAFFI NG ADVI SOR/ COVPLETED

Vacancy Announcenents & Publicity

Exam nations and | nteragency Boards

Application Review

Job Qualifications/Veterans Preference

Appoi ntnents (Types and Procedures)

Security Requirenments

Leave and Hours of Work

Merit Pronotion Prograns

Separ at i ons/ Reducti ons-i n- Force

DoD Priority Placenment Program

Personnel Automated Data System

Job El ement Standards

Ranki ng Factors

Per f or mance Apprai sal s

OPM Regi sters

Socially Oiented Enploynment Program

Separations (Non-Disciplinary)

Prepare and Publicize Vacancy

Announcenent

Prepare Job El ement Standards and

Suppl emental Form for ungraded jobs

Make reference checks

Assi st processing clerk in

various functions
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APPENDI X B
ANNEX 4

DATE
ADVI SOR/ COVPLETED

PRQIECT
ASSI GNMENTS Act as Pronotion Board Advisor
Carry through conplete action under
Merit Pronotion Plan
Wrk Sample RIF Problem
Q her
(As designated by Supervisor)
READI NG
ASS| GNVENTS: FPM/Directive/Other
Federal Personnel Mnual
Chapter 300 - Enpl oynent
Chapter 311 - The Power of Appointnent and Renoval
Chapter 315 - Career and Career-Conditional Enpl oynent
Chapter 316 - Tenporary and I|ndefinite Enployment
Chapter 330 - Recruitment, Selection, and Pl acement (General)
Chapter 331 - Organization for Recruitnment and Exam ning
Chapter 332 - Recruitnent and Selection through Conpetitive
Exam nati on
Chapter 333 - Recruitnent and Selection for Tenporary and Term
Appoi ntnent Qutside the Register
Chapter 335 - Pronotion and Internal Placenent
Chapter 337 - Examning System
Chapter 338 - Qualification Requirements (Ceneral)
Chapter 339 - Qualification Requirenments (Medical)
Chapter 351 - Reduction in Force
Chapter 352 - Reenpl oynent Rights



Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er

353 -
713 -
731 -
732 -
733 -
734 -
736 -
930 -
933 -
293 -
294 -
295 -
296 -

610 -

Supp 296-31 -

Supp 339-31 - Review ng and Acting on Medi cal

APPRAI SAL AND
EVALUATI ON:

APPENDI X B

ANNEX 4

Restoration after MIlitary Duty

Equal Enpl oyment Cpportunity
Suitability

Personnel Security Program

Political Activities of Federal

Enpl oyees
Hol ding State or Local Ofice

| nvestigations

Program for Specific Positions (M scellaneous)
Qualification Requirements for Specific Positions
Personnel Records and Files

Rel ease of Personnel Information

Personnel Forns and Docunents
Processi ng Personnel Actions
Hours of Duty

Processi ng Personnel Actions

Certificates

Witten eval uation by supervisor.
Anal ysis and critique of witten work.

Self analysis by trainee,
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FUNCTI ONAL
AREA

CONTENT :

PROJECT
ASSI GNVENTS:

EMPLOYEE RELATI ONS

Enpl oyee- Managenent Rel ations
Gievances and Appeal s

Di sciplinary Actions

Performance Ratings

Enpl oyee Awards

Heal th and Life Insurance

| njury and Unenpl oyment Conpensation
Activity Newsletter

Federal Labor Rel ations

Retirement Conputation & Counseling

Equal Enpl oynent Qpportunity Program

Act as technical advisor at hearing
Act as Incentive Awards Adm nistrator
Attend Safety Meeting

Conpute Retirenent Benefits

Attend Joint Labor-Minagenent Meeting
Attend an EEO Committee Meeting

Devel op managenent position on a
gri evance and/or appeal

Devel op a disciplinary action, and

a removal action wth conplex sanple
situations
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READI NG

ASS| GNMVENTS:

EXECUTI VE

ORDER :

STATUTE:

APPENDI X B
ANNEX 5

Labor - Managenent Rel ations & Supplenment 711-1

Enpl oyee Grievances and Adm nistrative Appeal s

Adverse Actions by Agencies & Supplement 752-1

Enpl oyees Heal th Benefits

Conpensati on

Adverse Action -

Enpl oyee Responsibility and Conduct

Law and Regul ations

Li fe |nsurance

Enpl oyees Health Benefits

St andar ds

Federal Personnel Manual

Chapter 711 -

Chapter 430 - Performance Eval uation
Chapter 451 - Incentive Awards
Chapter 771 -

Chapter 751 - Discipline

Chapter 752 -

Chapter 754 - Adverse Actions by OPM
Chapter 772 - Appeals to OPM

Chapter 870 - Life Insurance

Chapter 890 - Federal

Chapter 810 - Injury Conpensation
Ghapter 850 - Unenpl oynent

Chapter 831 - Retirenent

Chapter 735 -

Supp 990-1, Chapter 752 -

Supp 990-1, Chapter 831 - Retirenent
SUpp 990-1, Chapter 870 -

Supp 990-1, Chapter 890 - Federal
E.0. 10939 - uide in Ethical

E.0. 10987 - Appeals

E.0. 11222 - Standards of Ethical

5 USC Subpart F -
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APPENDI X B
ANNEX 5

PAMPHLETS
Per sonnel Met hods #15, “Enpl oyee- Managenent Cooperati on”
OPM Manual on Fund Rai sing
Personnel Methods #12, “Retirenment Pl anning”
“President’s Task Force on Enpl oyee- Managenent Rel ations”
Dept of Labor, “Work Injury Benefits for Federal Enployees”

Personnel Managenment Panphl et #27, “Career Counseling for
Wnmen in the Federal Governnent”

APPRAI SAL AND

EVALUATI ON: Witten Eval uation by Supervisor.
Anal ysis and critique of witten
work. Self analysis by trainee.
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APPENDI X C

ENTRY LEVEL

Cour se

| ntroduction to Gvilian Personnel Managenent

Basi c Position and Pay Managenent

Recruitnment and Pl acenent

Training and Devel opnent

Basi ¢ Labor Rel ations

EEO for Personnel Specialists and Adm nistrative Oficers

ADVANCED COURSES

Ceneral Personnel Minagenent

Cour se

| ntroduction to Personnel Managenent

On-Site Survey Method of Personnel Managenent Eval uation

Personnel Managenent for Personnel Specialists

Psychol ogy and the Managenment of Human Resources

Sem nar on Selective Placenent of the Handi capped

Personnel Managenent Consultation: A Wrkshop in Cooperative
Probl em Solving

EEO Affirmative Action Planning Wrkshop

Empl oyee Devel opnent and Trai ni ng

Cour se

| nstructor Training

Training Cost Mdel Wrkshop

Wor kshop in Perfornmance Anal ysis
Wor kshop in Training Course Design

Enpl oyee Rel ati ons

Cour se

Admi ni stering the Al coholism and Drug Abuse Program
Counsel i ng Enpl oyees with Probl ens

Gi evance Exam ning

Pre-Retirement Planning Institute for Agency Advisors
Semnar in the Troubl ed Enployee Program



APPENDI X C

Posi ti on Managenent

Cour se

Advanced Position Cassification

Position Classification and the Management Process
Position Classification for Managers and Supervisors
Posi tion Managenent

Staffing

Cour se

Basic Staffing and Pl acenent

Manpower Pl anning and Requirenents

Personnel Assessnent and Sel ection

Personnel Interviewi ng and Counseling: A Basic Course
Personnel Staffing Assistant Function

Training Institute for Recruiters

Wor kshop in the Job Elenent Exam ning Met hod

Labor Rel ations

Cour se

Col | ective Bargai ning Negotiations

Advanced Col |l ective Bargaining Negotiations
Labor Disputes and Their Resol ution

Wor kshop on Appropriate Bargaining Units
Wor kshop on Arbitration

Wor kshop on Fact Fi ndi ng

Wor kshop on Unfair Labor Practices

Managenent and Admi nistrative

Cour se

Freedom on Information Act/Privacy Act Sem nar
Managenent by Cbjectives
Super vi sion on Low Skilled Enpl oyees: Problenms and Chal | enges
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SAMPLE MOBI LI TY AGREEMENT
DEFENSE AGENCI ES C VI LI AN PERSONNEL CAREER PROGRAM

| NTERN EMPLOYMENT AND MOBI LI TY AGREEMENT

| , apply for entrance into the

Def ense Agencies Cvilian Personnel Career Program which consists of closely
supervised, intensive training and devel opnent in Federal personnel nanage-

ment concepts and operations. The

offers this program and furnishes and/or nmakes available all training and
devel opmental opportunities it considers necessary to provide me wth the
skills, know edges, and abilities to become prepared and eligible for nore

responsi bl e, higher graded positions in the civilian personnel managenent

career field.

| understand the terns of this programare as foll ows:

a. The initial phase of training and devel opnent wll be conducted

at

b. The second phase of training and devel opment, and permanent duty

assi gnment upon successful conpletion of the intern programwl| be accom-

plished at

C During the course of this program it nmay be necessary for ne to

performtenporary duty and/or accept tenporary devel opnental assignnents at

vari ous | ocations.
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d. The enploying agency will defray expenses incident to travel to
these assignnents as provided in the Department of Defense Joint Travel
Regul ation and the enploying agency’s regulations and policies. (NOTE :
Appoi ntees recruited from outside the Federal service generally are not

entitled to reinbursement for their initial move to the first duty station.)

The may termnate this agreenent at

any time by issuing a notice to that effect. Reasons for termnation nmay be
for changes in program requirements, inadequate performance, msconduct on ny
part, or failure to conply with the stipulated requirements of this agreenent.
| may termnate this agreenent by providing reasons which are considered

satisfactory to the
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